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The Coffee-Break Crisis .. 
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security Leak? .. 2.0. 060% 
Midnight Caller 

One-Puff Penalty 

The Wrong Move? ....... 
Left-Over Sick Leave 
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Part1: How We're’ Pro- 
grammed 
2: Hidden Levels of 
Communication 
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4:Motivation and 
Counseling 


Boss-Supervisor Relationships 


How to Help Your Boss Get 
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So You Didn’t Get That Pro- 
motion: Memo to a Disap- 
pointed Candidate 
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Your Communication Jun. 
How Do You Produce Com- 
pany Training Manuals? .. Oct. 
The Transactional Analysis of 
Listening Oct. 
What Does Your Office “Say” 
About Vow? 23... ase. 


Compensation 


Down with Performance Ap- 
Praises hs soc iss ae ees 

It’s High Time to Declassify 
Salary Information 

Money Is, Too, an Incentive: 
One Company’s Experience 
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What to Do Before the Com- 
puter Comes 
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Counseling 
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Are You Good at Career 
Counseling? 
Conflict: It’s What You Make 


Counseling Subordinates: It’s 
Up to You 
Transactional Analysis on the 
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Part1: How We're 
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2: Hidden Levels of 
Communication 
3: Styles of Supervi- 


4: Motivation and 
Counseling 


Decision Making 


Make Decisions You Can Live 
with (D) 

Systematic Problem Solving: 
Cover All the Angles 

Systematic Problem Solving: 
Probe Beyond the Symp- 


What the Supervisor Should 
Know About Quantitative 
Decision Making 


Delegation 

Manage Your Time by Manag- 
ing Your Activities 

To: Your Secretary 

Discipline 
(See also Dismissal) 

Rules for Rule-Makers 


Some Cures for Chronic Ab- 
senteeism 


Discrimination 


Feb. 


(See Affirmative Action; Dismissal) 


Watch Your Step When You 
Decide to Fire Someone .. 
What’s ‘Fair’ Treatment for 
Terminated Employees? .. 


Sep. 2 


Nov. 25 
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Nonfinancial Managers 
Part 1: The Basic Concepts 
2:A Closer Look at 
Balance Sheets and 
Income Statements 
3: The Basic Account- 
ing Process 
4: Manufacturing Cost 
Essentials 
5:Basic Financial 
Analysis Oct. 
For Security—What Your 
Family Should Know (D) .. Jan. 
How to Save Money on Your 
Income Taxes (D) Mar. 
Improve Your Company’s 
Profitability 
Part 1: How to Pinpoint Op- 
portunities 
Part 2: How to Pick 
Winning Strategy 
Trusts: Not Just for 
Super-rich (D) 
Who's Afraid of the Big, Bad 
AMET 5 so sim ne nce Cea vetene 


Flextime 
Q & A on Flextime 
Health 


Are You a Candidate for 
Heart Disease? (D) Oct. 

Hypertension—tThe Quiet 
Killer (D) May 


Hiring and Selection 


Do Yourself a Favor—Pick the 
Right Person for the Job .. 

The Hiring Interview 

What the Supervisor Should 





Know’ About 
Planning 
What the Supervisor Should 
Know About Personnel Pol- 
icies and Procedures .... 


Manpower 


Aug. 36 


Interdepartmental Relationships 


(See Organization, The) 


Interviewing 
(See also Communication 
and Counseling) 
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the Right Person for the 
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Job Enrichment 


Motivate Them Through Their 


Why They’re Absent and 
What to Do About It 


Job Rotation 


Why They’re Absent and 
What to Do About It 


Labor Relations 


(See Arbitration; Communication) 


Leadership 


Jan. 


(See also Communication and 


Motivation) 


Measure Your Leadership 
with the Managerial Grid . . 


Listening 
(See also Counseling and 
Interviewing) 


The Transactional Analysis of 
Listening 


Managerial Grid® 


Measure Your Leadership 
with the Managerial Grid . . 


Apr. 


Apr. 


Manpower Planning 


What the Supervisor Should 
Know About Manpower 
Planning 


Marketing 


Improve Your Company’s 

Profitability 

Part 1: How to Pinpoint Op- 
portunities 

Part 2: How to Pick 


Winning Strategy .. 


Methods 


Can You Say “No” Without 
Twisting the Knife? ...... 

Counseling Subordinates: It’s 
Up to You 

Get the Most out of Case 
Studies 

Manage Your Time by Man- 
aging Your Activities 

Measure Your Leadership 
with the Managerial Grid . . 

Skills That Pave the Road to 
Success 

Some Cures for Chronic Ab- 
senteeism 

The Best Supervisors Are the 
Best Trainers 

What the Supervisor Should 
Know About Quantitative 
Decision Making 

What to Do Before the Com- 
puter Comes 


Minority Workers 


Nov. 
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Jul. 

May 
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(See Affirmative Action and Hiring 


and Selection) 
Morale 
(See Communication and 


Motivation) 


Motivation 


(See also Appraisal; Communica- 


tion; Counseling; Training) 
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Transactional Analysis on 
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2: Hidden Levels of 
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4:Motivation and 
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Why They’re Absent 
What to Do About It 
You Can Lift Morale—and 
Productivity 


Occupational Safety and Health Act 


(OSHA) 
(See OSHA Monitor) 


Organization, The 


Rules for Rule-Makers 

What Does Your Office ‘“‘Say”’ 
About You? 

What the Supervisor Should 
Know About Administrative 
Structure 

What the Supervisor Should 
Know About Manpower 
Planning 

What the Supervisor Should 
Know About Personnel Pol- 
icies and Procedures .... 

Who’s Afraid of the Big, Bad 
Auditor? 


Orientation 
(See also Training) 


An Orientation That’s More 
Than Welcome Aboard! .. 
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OSHA Monitor 


OSHA Monitor: How Are Vio- 
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OSHA Monitor: So Now 
You’re the Safety Repre- 
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OSHA Monitor: Some Q&A 
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OSHA Monitor: The Most 
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OSHA Monitor: When a Com- 
pany Contests an OSHA Ci- 
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Our Changing Society 
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(See also Transactional Analysis) 
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(See Decision Making) 


Productivity 
(See also Methods and Motivation) 
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Safety 
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Management; Transactional 
Analysis) 


Get the Most out of Case 
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Stress 
(See Health) 


Supervisory Relationships 
(See also Boss-Supervisor 
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To: Your Secretary 


Time Management 
(See Planning and Organizing) 


Training 
(See also Appraisal; Behavioral 
Sciences; Communication; 
Counseling) 


How Do You Produce Com- 

pany Training Manuals? .. Oct. 16 
The Best Supervisors Are the 

Best Trainers Jan. 31 
To: Your Secretary Sep. 30 


Transactional Analysis 


The Transactional Analysis of 
Listening 
Transactional Analysis on the 
Job 
Part1: How We're Pro- 
grammed Jan. 
2: Hidden Levels of 
Communication ... Feb. 
3: Styles of Supervi- 
Mar. 
4:Motivation and 
Counseling 


Turnover 
(See Job Enrichment and 
Motivation) 


Women 
(See Affirmative Action) 


Writing 
(See also Communication) 


Do Your Memos Confuse or 
Communicate? .......... Sep. 18 

How Do You Produce Com- 
pany Training Manuals? .. Oct. 16 
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